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Disclaimer 
This document contains description of the OpenUP project findings, work and products. Certain parts of 
it might be under partner Intellectual Property Right (IPR) rules so, prior to using its content please 
contact the consortium head for approval. 
In case you believe that this document harms in any way IPR held by you as a person or as a 
representative of an entity, please do notify us immediately. 
The authors of this document have taken any available measure in order for its content to be accurate, 
consistent and lawful. However, neither the project consortium as a whole nor the individual partners 
that implicitly or explicitly participated in the creation and publication of this document hold any sort 
of responsibility that might occur as a result of using its content. 
This publication has been produced with the assistance of the European Union. The content of this 
publication is the sole responsibility of OpenUP consortium and can in no way be taken to reflect the 
views of the European Union. 
The European Union is established in accordance with the 
Treaty on European Union (Maastricht). There are currently 28 
Member States of the Union. It is based on the European 
Communities and the member states cooperation in the fields of 
Common Foreign and Security Policy and Justice and Home 
Affairs. The five main institutions of the European Union are the 
European Parliament, the Council of Ministers, the European 
Commission, the Court of Justice and the Court of Auditors. 
(http://europa.eu.int/) 
 
OpenUP is a project partially funded by the European Union 
  
OpenUP – 7107220 
OpenUP_D1.1_Project handbook 
 
Public OpenUP deliverable, final approval during the interim project review. 
4 
Table of Contents 
Disclaimer ...................................................................................................................................................................... 3 
Abbreviations ............................................................................................................................................................... 5 
Summary ........................................................................................................................................................................ 6 
1. Introduction ............................................................................................................................................................. 7 
1.1. Consortium .......................................................................................................................................................................... 7 
1.2. Work packages ................................................................................................................................................................... 7 
2. Project management ............................................................................................................................................. 9 
2.1. Project management structure .................................................................................................................................... 9 
2.2. Internal communication .............................................................................................................................................. 11 
Emails ..................................................................................................................................................................................... 11 
Monthly discussions with WP leaders ...................................................................................................................... 11 
Monthly newsletter ........................................................................................................................................................... 11 
Project Management Board meetings ....................................................................................................................... 12 
2.3. File storage ....................................................................................................................................................................... 12 
3. External communication ................................................................................................................................... 13 
3.1. Acknowledgement ......................................................................................................................................................... 13 
3.2. Logo ..................................................................................................................................................................................... 13 
3.2. Website and social media platforms ...................................................................................................................... 13 
4. Deliverable and milestone management .................................................................................................... 14 
4.1. Document structure ...................................................................................................................................................... 14 
4.2. Filing naming and version control .......................................................................................................................... 14 
5. Reporting ................................................................................................................................................................ 16 
5.1. Periodic reporting .......................................................................................................................................................... 16 
5.2. Financial reporting ........................................................................................................................................................ 17 
 
 
  
OpenUP – 7107220 
OpenUP_D1.1_Project handbook 
 
Public OpenUP deliverable, final approval during the interim project review. 
5 
Abbreviations 
 
CA – Consortium Agreement 
DoA – Description of Action  
DoW – Description of Work  
EC – European Commission 
GA – Grant Agreement 
KoM – Kick-off Meeting 
OSF – Open Science Framework  
PM – Project Manager 
PMB – Project Management Board 
WP – Work Package 
WPL – Work Package Leader 
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Summary 
 
The Project Handbook outlines the internal procedures of the OpenUP project consortium in terms of 
project execution, administrative management, management structures, communication and 
collaboration. It contains all relevant information for consortium partners to refer to during the project.   
The project handbook describes the following aspects of the project: 
 The consortium and work packages 
 Management and decision making structure 
 Internal communication 
 File storage 
 External communication 
 Deliverable and milestone management 
 Document structure 
 File naming and version control 
 Reporting 
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1. Introduction 
The purpose of the Project Handbook is twofold. First, it is a reference document for Consortium 
partners containing the main information of the day-to-day project management and providing links to 
further information where required. In addition, the document outlines the standard procedures the 
OpenUP consortium will implement when delivering project reports and other deliverables, including 
file naming conventions and the use of agreed procedures and templates where relevant. 
The handbook might be updates whenever necessary. For the avoidance of doubt, the Grant Agreement 
and Consortium Agreement take precedence over this document. 
1.1. Consortium 
The project consortium brings together state-of-the-art expertise and capacity for evaluating and 
promoting new approaches in support of open science. It combines partners with decade-long 
experiences in establishing e-Infrastructures for scholarly communication with partners that bring in 
excellent skills and innovative approaches for dissemination methods, impact indicators and policy 
design and implementation. In total, seven countries are present in the consortium, from each European 
region: Lithuania, Germany, Greece, The Netherlands, Austria, Switzerland and Italy.  
Table 2. Members of the consortium 
Institution Role  Contact person 
Public Policy and Management Institute  Coordinator Vilius Stanciauskas  
vilius@ppmi.lt 
Georg-August-Universitaet Stiftung 
Oeffentlichen Rechts 
Partner  Birgit Schmidt 
bschmidt@sub.uni-goettingen.de  
National and Kapodistrian University of Athens Partner Eleni Toli  
elto@di.uoa.gr 
Universiteit van Amsterdam Partner Saskia Woutersen-Windhouwer 
s.windhouwer@uva.nl  
Graz Kompetenzzentrum fur wissensbasierte 
anwendungen und systeme forschungs- und 
entwicklungs GMBH 
Partner Elisabeth Lex 
elex@know-center.at  
Peter Kraker 
pkraker@know-center.at  
Austrian Institute of Technology Partner Michela Vignoli 
Michela.Vignoli@ait.ac.at  
Deutsches Zentrum Fur Hochschul- und 
Wissenschaftsforschung GMBH 
Partner Stephan Gauch  
gauch@dzhw.eu  
Frontiers Media SA Partner Frederick Fenter  
frederick.fenter@frontiersin.org  
Consiglio Nazionale delle Ricerche Partner Franco Zoppi 
franco.zoppi@isti.cnr.it 
 
1.2. Work packages 
The work plan consists of 7 work packages (WPs), classified into common "horizontal" activities 
involving all partners, and "vertical" activities that regroup expert partners in the different sub-domains.  
WP1 –Management and Coordination is dedicated to the management, coordination and monitoring 
of the project and enable the efficient progress of its work meeting the contractual obligations and the 
quality expectancies of the consortium. It also addresses the project’s data management plan and 
implementation. 
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WP2 – Outreach and exploitation covers a diverse set of activities that relate to raising awareness 
about the project in domains of interest and building the instruments for the uptake of the results 
(framework, pilots, Open Information Hub, recommendations. It also investigates the sustainability 
model for the long-term operation of the OpenUP communication platform and Information Hub. 
WP3 – Peer review framework produces a framework for open peer review on all research artefacts, 
facilitating a clear definition of the roles and processes, identifying benefits, challenges and 
opportunities to select questions that need further investigation.  
WP4 – Innovative dissemination framework investigates innovative ways of disseminating research 
outputs beyond traditional academic dissemination in different disciplines, identifying and sharing good 
practices. The work comes up with practical guidelines on how to create a successful research 
dissemination strategy beyond traditional academic dissemination.   
WP5 – Impact indicators framework generates a validated taxonomy of channels of scientific 
knowledge dissemination and transfer channels and suggests indicators enabling assessing impact and 
quality of the underlying research. 
WP6 – Community driven use cases and pilots actively engages research communities to validate the 
frameworks through a set of pilots, eliciting requirements and exploring viable solutions for 
implementing technical and processual solutions, and getting concrete insights for future research. 
WP7 – Policy analysis, recommendations and guidelines is responsible for turning all OpenUP 
results into practical guidelines and policy recommendations for EU/national/institutional policy 
makers. 
Each work package is structured as a series of finite, effective and well-defined tasks resulting in a work 
plan that clarifies dependencies between tasks, partners and work packages. Each work package 
addresses a clearly specified and coherent set of tasks, allowing it to deliver key results to dependent 
work packages. This structure ensures that project management functions are clear and verifiable. 
Figure 1. OpenUP work package relations 
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2. Project management 
2.1. Project management structure 
The objective of the OpenUP management procedures will be to optimize resources in terms of 
budgetary, strategic and technical efficiency. Being a Support and Coordination action, much emphasis 
has been put on establishing management structures and procedures that cover successfully all the 
project needs, but keep the organizational complexity at an appropriate level. The detailed management 
structure is shown in the graph and described below.  
 
Figure 2. OpenUP management structure 
 
Project Coordinator – PPMI 
The project coordinator will be Haroldas Brozaitis and will be supported by the coordination team 
at PPMI. The coordinator’s main responsibilities are to: (1) assure the project’s deliverables quality and 
the process leading to them; (2) manage the project’s decision-making process; (3) chair the Project 
Managing Board (PMB), leading the set of activities to be carried out by this committee; (4) coordinate 
technical/support activities amongst work-packages; (5) serve as the only interlocutor of the 
Consortium with the European Commission; and (6) coordinate the technical and financial reporting to 
REA. 
Project Management Board (PMB) 
It will consist of one top-level appointed delegate from each partner for strategic decision taking. The 
PMB will inherently include the work package leaders (WPL) as well. The PMB will be mainly 
responsible for: (1) the definition of overall project strategy; (2) fulfilling the Commission requirements 
pertaining to preparation of progress and financial reports; (3) deciding on long-term exploitation 
plans; (4) conflict resolution within the consortium, under chairing of the project coordinator; (5) 
technical coordination and decision-making (assessment of the technical work, interchange of technical 
information amongst partners, submission of deliverables, etc.); and (6) risk management. 
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Within the PMB we have identified following main roles: 
Scientific Manager: Although a CSA, OpenUP has significant research elements. It is therefore important 
to supervise research related activities of the project. Scientific Management will be realised through 
Birgit Schmidt, UGOE, who has been supporting scientific coordination of various research projects in 
the area of peer reviewing. Her main task consists in ensuring that the research aspects in the areas of 
peer review and impact indicators are appropriately represented in the overall work and activities and 
are aligned with each other across work packages and tasks. 
Innovation Manager: Supporting innovation in peer review process and dissemination of research 
results is key aim of the project. Because of the importance of innovation in the project activities, 
OpenUP will appoint a dedicated Innovation Manager. Her main responsibilities will be to ensure that 
each individual partner, but also the project as whole, unfolds the innovation potential that lies in the 
planned project activities. The Innovation Manager will in particularly make sure that the use cases and 
the pilots meet real requirements coming from the Open Science communities and support the process 
of turning the project results into successful solutions and products. Innovation Manager of OpenUP will 
be Michela Vignoli, AIT. 
Project Manager: The project manager will be responsible for the day-to-day coordination of the project. 
He will ensure that the management procedures as defined below are carried out throughout the 
project’s lifetime and that supporting tools and templates will be made available. Management tasks 
include: consolidation of the project planning, progress reports, milestone monitoring, financial 
management, etc. by gathering and aggregating inputs from the project partners. It also includes 
coordination of the communication between partners aligned to the procedures and communication 
with the European Commission. In order to take informed decisions and exercise rational control, it is 
necessary to introduce a set of progress assessment criteria that allow comparing actual progress with 
planned status. To this end, the project manager will implement a number of performance criteria that 
reflect the quality of the work with respect to effort spent, costs occurred and delays encountered. These 
indicators will be updated regularly to maintain an overview over the project progress and to identify 
divergence between plan and performance indicators timely – see also “Procedures, Decision making 
mechanisms” below. Vilius Stanciauskas (PPMI) will act as the project manager in the project. 
Work Package Leaders (WPL) 
The responsibilities of WPLs include: (1) technical management of their WPs, including consecution of 
deliverables and milestones, liaison with task leaders (each WPL will be also responsible of the quality 
assurance of documents and deliverables produced); (2) technical reporting to the PMB; and (3) 
communication exchange amongst the partners involved in their WP(s).  
Task Leader  
Task leader (TL) has been designated for each of the tasks in the WPs, performing technical management 
of the corresponding activities: planning, monitoring and reporting to the WPL. Each individual partner 
will be ultimately responsible for the delivery of technical and administrative outputs assigned to it. The 
partners will conclude a Consortium Agreement to settle all main issues of the project and the 
relationship and responsibilities of the Consortium members as well as its organizational structure. 
Finally, the execution of WP6 requires each pilot case to be coordinated by the pilot leader. Hence, pilot 
leads were selected and are presented below in the table.  
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Table 3. Pilots leads and their contacts 
Pilot  Contact 
person 
Institution Role Email 
Pilot Coordination Michela 
Vignoli 
AIT WP 
Lead 
michela.vignoli@ait.ac.at 
Pilot 1: Open Peer Review 
for Conferences 
Oliver Zendel AIT Pilot 
Lead 
oliver.zendel@ait.ac.at 
Pilot 2: Open Peer Review 
for Research Data 
Daniela Luzi CNR Pilot 
Lead 
d.luzi@irpps.cnr.it 
Pilot 3: Data journal for the 
Arts and Humanities 
Edit Görögh, 
Birgit 
Schmidt 
UGOE Pilot 
Lead 
goeroegh@sub.uni-
goettingen.de, 
bschmidt@sub.uni-
goettingen.de 
Pilot 4: Transferring the 
research lifecycle to the web 
Christian 
Bröer 
Univ 
Amsterdam 
Pilot 
Lead 
C.Broer@uva.nl 
Pilot 5: Reaching businesses 
and the public with research 
output 
Michela 
Vignoli 
AIT Pilot 
Lead 
michela.vignoli@ait.ac.at 
Pilot 6: Relevance of 
dissemination channels and 
altmetrics indicators 
Stephan 
Gauch 
DZHW Pilot 
Lead 
gauch@dzhw.eu 
Pilot 7: Piratical demand as 
one form of impact indicator 
Balaz Bodo Univ. 
Amsterdam 
Pilot 
Lead 
b.bodo@uva.nl 
 
2.2. Internal communication 
Emails 
Day-to-day communication will be based on emails.  The approach of email communication is that group 
emails will be sent to all partners, with individual reminders sent if needed. Mailing lists were created 
and are administered by PPMI. The lists can be accessed via Open Science Framework (OSF):  
https://osf.io/873du/  
If a person needs to be added/removed from the list, then each partner should: 
1. go to OSF and edit the mailing list files;  
2. inform PPMI of the changes made and request the change to be made on the mailing list as well. 
Ideally changes to the mailing list should be rare (e.g. one can modify Outlook so that emails from a 
certain group go to a different folder/become unwanted. 
Monthly discussions with WP leaders 
In order to discuss the progress of the tasks and work plan, PPMI will organise monthly discussion 
online with WPL.  During the summer these discussion might be held once in two months. But during 
busy periods (e.g. May/June 2017) teleconferences might be held once in two weeks or upon the request. 
Monthly online discussions will be held in the beginning of each month. 
Monthly newsletter 
Based on the monthly teleconferences, a newsletter will be composed by PPMI. It will be shared with 
everyone: the idea is to keep everyone updated on OpenUP’s progress.  The purpose of the newsletter 
will be to review the progress achieved during the reference month and provide a brief overview of 
awaiting tasks, deadlines, events, etc. Other relevant information (vacation, conferences/events; 
interesting articles; links to relevant info sources; etc.) will also be included in the newsletter. 
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Project Management Board meetings  
The consortium Agreement foresees that the PMB holds a meeting every 12 months.  Meetings of the 
Project Management Board may also be held by teleconference or other telecommunication means. The 
following decisions shall be taken by the Project Management Board, subject to veto of any consortium 
member(s) whose intellectual property rights could be directly and adversely affected by such a 
decision: 
 Content, finances and intellectual property rights 
 Proposals for changes to Annexes 1 and 2 of the Grant Agreement to be agreed by the 
Funding Authority 
 Changes to the Consortium Plan  
 Modifications to Attachment 1 (Background Included) 
 Additions to Attachment 3 (List of Third Parties for simplified transfer according to Section 
8.2.2) 
 Evolution of the consortium 
 Entry of a new Party to the consortium and approval of the settlement on the conditions of 
the accession of such a new Party 
 Withdrawal of a Party from the consortium and the approval of the settlement on the 
conditions of the withdrawal 
 Identification of a breach by a Party of its obligations under this Consortium Agreement or 
the Grant Agreement 
 Declaration of a Party to be a Defaulting Party  
 Remedies to be performed by a Defaulting Party 
 Termination of a Defaulting Party’s participation in the consortium and measures relating 
thereto 
 Proposal to the Funding Authority for a change of the Coordinator 
 Proposal to the Funding Authority for suspension of all or part of the Project 
 Proposal to the Funding Authority for termination of the Project and the Consortium 
Agreement 
2.3. File storage 
The consortium has decided to use Open Science Framework platform for file storage. The platform can 
be accessed here: https://osf.io/9fzye/. All partners were added to the project platform. OSF will be 
used for sharing working documents, project management information and working documents of 
deliverables.  More sensitive (e.g. survey micro data, interview transcripts) data will be kept on internal 
servers of project partners.  
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3. External communication 
3.1. Acknowledgement  
All OpenUP communication materials as well as publication should contain the following 
acknowledgment:  
“This project has received funding from the European Union’s Horizon 2020 research and innovation 
programme under grant agreement No. 710722.” 
 
3.2. Logo 
The logo of OpenUP project is presented below.  It should be included on all the presentation and 
communication materials.  
 
 
 
3.2. Website and social media platforms 
The website of the project is available at http://openup-h2020.eu/.  The website will be dedicated for 
the presentation of the project. It will also host a calendar where events related to the topics of the 
project will be advertised.  Other social media profiles of OpenUP can be access via the website.  
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4. Deliverable and milestone management 
The Deliverable author is the responsible for the entity and the editing of a deliverable. The author of 
the Deliverable is included in the document information table on the cover page. He/she must address 
potential comments from the reviewers and provide an improved version of the deliverable. 
The Deliverables should be reviewed internally in the organisation. The deliverable should also be 
reviewed by one or two reviewers from other partner organisation than the deliverable manager. The 
reviewers must ensure that the content is consistent with the provided Summary, the objectives of the 
deliverable, and the scientifically correctness. In addition, the reviewers should also perform proof-
reading and grammar checks. The reviewer must provide comments or modifications using the track 
changes features.  
The deliverables should also be approved by the project partners after it was reviewed internally and 
by partner reviewers.  
4.1. Document structure 
The following general structure should be followed and is as such provided in the deliverable template 
of the project:  
 Cover page (project title, title of the deliverable, project information table) 
 Amendment History  
 Table of Contents 
 Abbreviations 
 Executive summary 
 Introductory part 
 Core part 
 References 
 Annexes (optional) 
The Word and PPT document templates to be used by the project will be stored on the OSF platform 
under the WP1 folder.  
4.2. Filing naming and version control and storage 
  
Each deliverable must be associated unique document name to ensure version control. The deliverable 
identifier has to be used in the deliverable filename. 
The deliverable identifier for the working versions of the deliverable must be: 
<Deliverable identifier><Up-to-three-words-from the deliverable name>_<followed by the 
version number>_<authors initials>.doc 
Example:  D1.1_Project Handbook_v0.1_VB.doc 
 
When the deliverable was reviewed, the file name should include the initials of the reviewer: 
<Deliverable identifier><Up-to-three-words-from the deliverable name>_<followed by the 
version number>_<authors initials>_<editors initial>.doc 
Examples:  D1.1_Project Handbook_v0.1_VB_edVS.doc 
 
The deliverable identifier for the final version of the deliverable must be: 
OpenUP_<deliverable identifier>_m<deliverable due month>.<extension> 
Example:  OpenUP_D1.1_m3.pdf 
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The power point presentations should be titled as follows: 
Draft document: 
OpenUP_<Conference title>_<short topic>_>_<version number>_<authors initials>.<extension> 
Examples:  OpenUP_kick-off meeting_introduction_v0.1_VB.ppt 
 
Final version: 
OpenUP_<Conference title>_<short topic>_<authors initials>.<extension> 
Examples:  OpenUP_kick-off meeting_introduction_VB.ppt 
 
Other types of files should follow similar structure in their title ensuring that they are versioned and 
include the title of the project and author’s initials.  
 
All the documents and the earlier version of the documents should be stored on the OSF platform.  
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5. Reporting 
Over the course of the project a Periodic Reports and Final report must be submitted to the European 
Commission. The former will be submitted at the project mid-term stage (in the duration of 60 days 
after M12) and one at the concluding stage of the project (M30). General reporting principles will be as 
follows: 
 PPMI will request WPL to report on their WP; 
 WPL will prepare inputs for the periodic report by collecting inputs from their WP task leaders; 
 PPMI will combine all this information into a coherent periodic report. 
 
Please note that all partners must keep time records of the hours worked on the action. A template that 
can be used as an example is available here: https://osf.io/xu8fd/  
5.1. Periodic reporting  
The periodic report will cover the work conducted by the project partners between months 1 and 12. 
The template example is available here: 
http://ec.europa.eu/research/participants/data/ref/h2020/gm/reporting/h2020-tmpl-periodic-
rep_en.pdf.  
The periodic report will contain the following parts: 
 Part A: 
 Summary for publication 
 Summary of the context and overall objectives of the project 
 Work performed from the beginning of the project to the end of the period covered by 
the report and main results achieved so far 
 Progress beyond the state of the art and expected potential impact 
 Deliverables 
 Milestones 
 Ethical issues 
 Critical implementation risks and mitigation actions 
 Questionnaire on dissemination and exploitation of results 
 List of publications 
 Dissemiantion and communication activities 
 IPR 
 Questions on innovation; impact on SMEs; Open Research Data; Gender;  
 Part B: 
 Explanation of the work carried out by the beneficiaries and overview of the progress  
 Objectives 
 Explanation of the work carried per WP 
 Impact 
 Update of the plan for exploitation and dissemination (if applicable) 
 Update of the data management plan 
 Follow-up of recommendations and comments from previous review(s) (not relevant) 
 Deviations from Annex 1 (if applicable) 
 Deviations in the use of resources; unforeseen subcontracting; unforeseen use of in-kind 
contributions, etc. 
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5.2. Financial reporting 
Financial statements cover each partner’s cost claim for the previous reporting period. They will be 
submitted to the European Commission electronically via participant portal. An ‘individual financial 
statement’ (Annex 4 of the GA) from each beneficiary will provide an explanation of the use of 
resources and the information on subcontracting and in-kind contributions provided by third parties 
from each beneficiary for the reporting period concerned.  The request for interim payment will be 
also submitted together with the financial statement.  
The individual financial statement must detail the eligible costs (outlined under Article 6 of the GA) for 
each budget category (see Annex 2). Eligible costs include: 
 direct personnel costs; 
 direct costs of subcontracting; 
 other direct costs (travel costs, subsistence allowances, consumables, supplies, etc); 
 indirect costs (flat rate 25%); 
 
All records and supporting documents of costs must be kept as proofs (see article 18 of the GA).  
Further information related to financial management can be found in: 
 Annotated Model Grant Aggreement 
http://ec.europa.eu/research/participants/data/ref/h2020/grants_manual/amga/h2020-
amga_en.pdf   
 H2020 online Manual 
http://ec.europa.eu/research/participants/portal/desktop/en/funding/guide.html   
 
